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Introduction

The Japan Tourism Agency is actively involved in the promotion of international conferences, as they greatly contribute to
economic benefits of the region, the creation of opportunities for business innovation, and the improvement of national and
city competitiveness. In order to promote the invitation of international conferences to each city, it is important for
organizers, convention bureau (CB), cities and related business operators to work together to communicate the
significance and attractiveness of holding conferences in Japan as a host country to the international community.

Meanwhile, in recent years, in the field of international conferences, there has been a growing trend for organizers to focus
on sustainability-conscious conference management methods and sustainability initiatives of cities when selecting host
cities. Globally, the ‘Glasgow Declaration on Climate Action in Tourism’ stipulates the necessity to accelerate the
countermeasures against climate change in the tourism sector, with the goal of ‘net zero emissions (achievement of net
zero emissions)’ by 2050.

In view of this trend, the Japan Tourism Agency found the necessity to provide a model to measure CO, emissions during
international conferences in Japan, and has prepared the ‘CO, Emission Measurement Model (Ver. 1)". Normally, CO,
emissions should be measured for each conference using actual data (primary data). However, this model is introduced as
a simple calculation tool for CO, emissions that even beginners can understand, and it is expected to be helpful for future
reduction considerations.

By promoting efforts to operate conferences with an emphasis on sustainability, we hope to contribute to the promotion of
international conferences in various regions.



Points to note (1/2)

» Things to do after downloading the CO, emission measurement model file

— When you open the file after the download is complete, the macro will be blocked. Please check this link to enable

the macro.

+ Data-entry procedures

— When entering data, please follow the steps in this manual. By using the appropriate method for input of each item,
more accurate calculations will be available. If data to be entered is difficult to obtain, you can perform calculations

per item (transport, venue, food and drink, accommodation and waste).

* This model is recommended to be used in an online environment.
— The CO, emission measurement model can be used in both online and offline environments.
— However, when calculating emissions related to the movement of people, there will be data communication with the
web regarding the information entered in the input fields in the sheet described below, which is unavailable in an
offline environment. Therefore, you are recommended to use the model in an online environment.

— For how to use the model in an offline environment, please refer to the relevant sheet in the manual.
Input fields that are only available online

Sheet name Input field

Departure airport
» Arrival airport
Name of the
accommodation
A4. Domestic short-distance[Name of the venue

A2. International transport

A3. Domestic long-distance



https://learn.microsoft.com/ja-jp/deployoffice/security/internet-macros-blocked

Points to note (2/2)

» Excel version
— This model has been confirmed to work with Excel 2016 or later versions, but some functions may not be available in
versions earlier than Excel 2016. For details, please check the How to Use page of this manual.

* Predetermined emission factors
— In this model, for calculation of CO, emissions, emission factors are predetermined for each item to be calculated,
but please note that these are average values. For more information on the emission factors, please check the
source listed in the calculation basis and contact the relevant party as needed. For some items, the model allows

emission factors to be entered, so please enter them where possible.

* Request for feedback
— This CO, emissions measurement model has been created with both detailed calculations and ease of user input in
mind, but we believe it is necessary to keep track of usage status and demands to revise the model in the future.
Therefore, if you have used this CO, emissions measurement model, please send us your feedback on the
calculation results, your concerns, and points to be improved.
— Please send your feedback to: MICE Office, Japan Tourism Agency at hqt-jp-mice@ki.mlit.go.jp



Scope of the calculation of CO, emissions

.. .. °Are emissions o L
Are emissions Are emissions Is the emissions .
related to Yes | knowable by the | YES _ rﬁ Ialtie_d t;’ Yes intensity based | YES ca(::al‘?tr':fr'nf:rge
international " organizer and g attoen:ir;g | on a physical unit | value)
conferences? each facility? 9 provided?
conferences?
No

(Emissions related to food,
drinks, goods, etc.)

No No No \ 4

(Emissions (Private travel (Inspection of Can it be calculated

related to outside of venue, etc.) with rough

venue meetings) estimation ofthe | Y&S | Calculation range

construction, emissions intensity, > (Approximate

etc.) such as those value)
based on the

No
(Miscellaneous expenses of unknown
amount, etc.)

Outside the scope of calculation




List of items to be calculated

Category

1. Transportation

Item

Sub-item

From overseas to Japanese airport

Transport of people To the place of accommodation

From where one resides to the venue

Transport of goods by freight

2. Venue

Electricity

Venue Gas

Estimate based on area used

Printing paper

Printing & bookbinding (outsourcing)

Purchased goods
Construction paper, etc.

Stationery

3. Food and beverages

Food

Consumption of drinks (tea/coffee) that is taken outside of mealtimes

Consumption of drinks (water) that is taken outside of mealtimes

4. Accommodation

5. Waste

Papers

Plastics

PET bottles

Total amount of wastes
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Potential usage scenarios of CO, Emission
Measurement Model

HQ)

Why Who When Whether or not to use the model

To attract Organizer Before the By l;eeping tragl;hof COrf e;Pisr.tsic:ns gdenera(’;((e)d from the "

e e . conference and through efforts to reduce CO, emissions, the

international | (Japan office) event organizer can send a message about a high level of

conferences CB awareness of sustainability through ‘Bid Paper’ etc.
Organizer i i it i

To select the g : Before the For selection of host countries and C|t|e_s, the organizer can

—venue (Internat|ona| event use CO, measurement models of candidate cities to predict

emissions.

To publicize
sustainability

Organizer
(Japan office/
International

After the event

By taking environmental initiatives (efforts to reduce CO,
emissions, implementing offsets, etc.) and measuring CO,
emissions after the conference, the organizer can externally
promote its initiatives.

HQ) CB
To provide Convention S h It is highly likely that the organizer alone will not be able to
ame as the gather the data necessary for measurement. By providing
bett?r Bureau/PCO above 'measurement services’ using this model, the convention
services etc. bureau/PCO will be able to promote the efforts of the organizer.




Example of Model inputs and Cooperation with
various stakeholders for reduction of CO, emissions

The main party who inputs data in the model

For small international conferences For the medium and large scale
(Less than 300 participants/About 13% of international conferences (More than 300
the total *1) participants/About 87% of the total)
Organizer Convention
Bureau/PCO
‘e(\d\\! Se/ect I
\/‘\ron\”ﬂe“"a“\] R nen Vironment
Se\ec\ an en saciity —oauce Venye ally friend/y
ent ‘\x\'\’t'\a""\’estso eny; Presen di
‘el /] .
PrESE iSOl yota and "OMMenta i 100 for
P(‘O\j\de e\’ﬂ;?sn iaC\O"S atheS as a Clty
em\s

operators of international
conferences Present initiatives to reduce emissions
Provide emission data and emission
Accommod factors R Municipality
Venue _ j
ations " Present directions to reduce emissions :
Present a policy for calculation of Convention
FOOd and Other emissions and emission factors bureau
business
beverages
operators

10
21: Source) JNTO International Meetings Statistics Report 2019
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Item to enter

CO; emission factor

Total (JPY)

0.00352 kgCO2/JPY

From overseas to Japanese _ | Transport distance x (No. of persons - No. of persons Ministry of the
5 airport offset) x2 x 0.083 kgCO/pkm Environment (MOE)
t o . _ Transport distance x No. of persons x 2 x (Usage Emission factor for each .
o =
5 F o To accommodation percentage of each transport method) x transportation method Ministry of Land,
o |2 ¢ - Infrastructure, Transport
2 |5 & Transport distance x No. of persons x 2 x Conference o .
S = _ S Emission factor for each |and Tourism (MLIT) and
L From prefecture to venue = | duration in days x (Usage percentage of each transport | x :
= method) transportation method MOE
© National Institute for
Transport of goods by freight = Total (JPY) X 0.00177 kgCOL/JPY Environmental Studies
(NIES)
Electricit = Total usage (kWh) x (1 - offset rate) x | Tobe input by user or
o y 9 0.441 kgCO/kWh
2 _ 3 To be input by user or MOE
§ Gas = Total usage (Nm>) X 2.23 kgCOL/NM
g Estimate based on areaused | = Total area (m?) x Conference duration in days X 0.23 kgCO,/day/m?
g Total emissions = Total emissions input by user (tCO5) -
~ [ . Printing pap(_ar _ = Total (JPY) X 0.01059 kgCO,/JPY
@ @ Printing & bookbinding Total (JPY) x | 0.00300 kgCO/JPY
5 8 (outsourcing)
S OPoster paper for construction, etc] = Total (JPY) X 0.01074 kgCO,/JPY
o | Stationery = Total (JPY) X | 0.00221 kgCO2/JPY National Institute for
(Breakfast cost/person/day x No. of breakfast orders Environmental Studies
_ + Lunch cost/person/day x No. of lunch orders (NIES)
Meals - + Dinner cost/person/day x No. of dinner orders) % 0.00218 kgCO-IIPY
x Duration of conference in days
w _ (Cost/person/day) x No. of'persons x Duration of x | 0.00289 kgCO,JPY
T . . . conference in days
o Drinks outside of mealtimes —
= (tea, coffee) (Consumed amount/person/day) x No. of persons Ministry of Internal
- : = untp y)x No. ofp x 0.434 kgCO,/L Affairs and
x Duration of conference in days Communications (MIC)
_ (Cost/person/day) x No. of'persons x Duration of x | 0.00265 kgCOL/JPY NIES
. . . conference in days
Drinks outside of mealtimes (water)
_ (Consumed amount/person/day) x No. of persons
= X . X 0.150 kgCO,/L MIC
x Duration of conference in days
_ . . To be input by user or
4. Accommodation = Total no. of guests x Duration of conference in days X 35.1 kgCOu/night NIES/MLIT
= Total emissions input by user (tCO5) -
o Paper waste = Waste amount (kg) X 0.144 kgCO2/kg
8 Plastic waste = Waste amount (kg) X 0.2816 kgCOq/kg NIES
3_ PET bottle waste = Waste amount (kg) X 0.2277 kgCO./kg
10 Overall = X

12
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Main Sheet

* When you open the Excel file for this model, you will see the following main sheet.

» Please complete this sheet according to the User Manual.

® AboUL the OOz emeson madel Tor
+This tool was created for simple measurement of €Oz emitted during an intemational conference, but it can aka be applied to domestic conferences, exhibitions and various other events.
I you use Excel 2021 Or newer versions, Wansport dilandes 3nd 3550ated OOz @MESSONS Can be cakculated by filing in the “Departure 3rport’ and "Aival Siport KIS onling, 50 We COMMEnd You 1o Lse T 106l onling.

#How 10 use this tsol
{L) Fill in the yellow celis o £3ch e or préss the Diue butlons. If you 8re nol sure what data you Shoulkd input, Cikck the el 1o displsy more detaiks,
{2) When entering transport data, cick the conesponding bie button o Jump L ansther sheet. Fillin that sheet and elick the "Back to Main Sheet’ button at the bettom 1o retum te this sheet
{3) After entening ail the data, press the ey Tips” butlon at the BOUOM Of this sheet

T Basic ormation 5. Food and beverages

T When & this measurement (00l being used? *Enter the costs for meals (inciuding drinks] incured by the host of the conference.

2. Name of conference (lapanese) Wil you be inputting the data bekw 353 Sum of Bt parioants and event sialf, insiead of entering them separtely?

Name of conference (Engisn) artcpanis] *T you selecied Yes'in the above question, ente 1 particpants and event siaft
1. Breaidas: cost (per persan per serving) B
3. No. of partipants at the vanus persons
2. Lunch cost (per persan per serving) B
1. Mo, of svent s for ihe canterence persons
. Dinner cost (per person per semving) B
5. Smting date of canfesence (YYY/MM/DD)
4. Average no. of breakfast onders (per day) | [
Gosing date of conference (YYYY/MM/DD)
5. Averace no. of lunch orders foer davi I o=rsons
o many cays wil the conference lsst?
6. Avermos no. of dinner orders (per day) I -
> Franaprt
T Intemational ai bansport of overseas pariopants 7. C0S 0r GMOUNT Of CONSUMOBON of GANKS (1ea/caffée) INAL & Laken OULSGE Of MESIMES (D8r DEMSON Der 03V [ emee?
2. Long-istance transaor of overseas and OMESIKC PAMKIDANLS { Event SIafl Who Are SI2¥ind QVEMKNE 2. Cost or amount of consuMtion of Gfitks [water) that & taken oulsile of mealimes (par person par day) | E——T
3. Transport of participants / event stalf who are net staying ovemight staff)
1. Breaidas: cost (per persan per serving) B
4. Cost of tnspoting needed for the conference v
2. Lunch cast (per person per serving) B
3 venE
anes ¢ person per serv B
1. Do you know how much C0: & emitted from the venue duing the conference? =D cost {per persan per serving)
€03 enissions from e venue I 4. Average no. of breakfast orders {per day) I e
2. Do you know how much electricty and gas i consumed at the venue duing the conference? ] 5. Average no. of nch owders (per cay) | [
Erelricity consumgtion at Ihe venue(s) I &. Averaqe no. of dinner orders (per day) [
Percentage of electicy consumpion offset by purchase of ofset products, eic. I 7. Cost or amount of consumpion of drins (1ea/caffee) that & taken outside of mealimes (per persan per day) | E——T
(Leave thes blank 1 unknonn]
5 Cost or amount of of diinks {water) that i taken outside of mealtimes {per person per day) [ e
[etanai) I K, €ntier e G0 &mssion faciar for Consuned ety I o
~ Pieace refer 1 the ‘TRGHIE SmESGn faciar Bk bekn. 3
11D vou Know Do Mich CO: & SMALEd 1M SCCoMMOdaHons for PAMGAANEs 20d event siall? -
Gas consumption at the venue () I
Total €0z emissions from accommedations I o
(Optionai) I knarw, enter the €03 emission faciar for consuned qas [
2. Do vou know the total numbar of avemiant stavs for 3 pAsans (0. of persons x 0. of HANS) for Both AMKIOANTS 3nd Svent SAIT? [ ]
3. Tots! area used vunin e venue(s) [ P
Total sumber of owemiah szavs for all PAICIB2ALS 2nd ave I o
=
T Cot Tor parchasing prnGng paper T mbar of PAMKIDANTS Wilh ovemiant stavis) I =
2. Cost for printing and beokbinding {outsourcing) RS mibar o vent SIaIT wilh Gwemiaht stay(s) I o
3. Cost for puchasing paper for eonsiruction L 5. (Dptional IY Knwn, &nter the (D2 &mission factor per DESON Per NGNE I1BM BCCOMMQdations I /i
1. Cost tor purchasing siationer ey 5.0 10 event stall walk from their jon 1o the venue? I
* Please refer 10 the relevant data in Ihe Bk n the ANt EQaIding the emEsien factor for R _—_— 7. Wiaste
consumed edectricity, and fill in 3-2. emission factor for consumed electricity if possible. \ Sadricky amlion faster iz ) 1. Do you know the amount of disposed waste [paper, plastic and PET bottles)?
Source: Minsiry of fhe Environment
Amount of paper waste I
Amount of plastk waste I
Aount of PET ore wasie I
2. Cost incumed for the disposal of buty waste I

14



Main Sheet

Enter ‘1. Basic information’

» Step 1

— Move the mouse cursor over the yellow cells to see the comments shown.

— Be sure to check all comments.

1. Basic information

Sedesct e andd o wihent

1. When is this measurement tool being used?
2. Name of conference (lapanese)
MName of conference (English)
3. MNo. of participants at the venue
4. No. of event staff for the conference
5. Starting date of conference (Y¥YY/MM/DD)

Closing date of conference (YYYY/MM/DD)

How many days will the conference last?

I PR YOU e using

i messurerment
el

" persons

" persons

L]

L]

I, days

15



Main Sheet

Enter ‘1. Basic information’

» Step 2

— Select the yellow cell, press the pull-down, and choose your answer.

1. Basic information

1. When is this measurement teol being used?
2. Name of conference (Japanese)
MName of conference (English)
3. No. of participants at the venue
4. No. of event staff for the conference
5. Starting date of conference (YYYY/MM/DD)

Closing date of conference (YYYY/MM/DD)

How many days will the conference last?

| Mies conference [Resulls)

|
Belore conference [Dema) i
1

" persons

" persons

L]

I, days

16



Main Sheet

Enter ‘1. Basic information’

» Step 3
— Fill'in yellow cells according to comments.

— After entering the information, go to ‘2. Transport’.

1. Basic information

1. When is this measurement tool being used? After conference (Results)’

L]

5. Starting date of conference (YYYY/MM/DD)

F]

Closing date of conference (YYYY/MM/DD)

2. Name of conference (Japanese) : )
I Al
Mame of conference (English) 1
I bl
3. No. of participants at the venue 1 persons
1
4. No. of event staff for the conference 1 3 persons
1
|
1
|
|

How many days will the conference last? days




Main Sheet

Enter ‘1. Basic information’

« Example of how to fill in “1. Basic information’

1. Basic information

1. When is this measurement tool being used?
2. Name of conference (Japanese)
Mame of conference (English)
3. No. of participants at the venue
4. Mo. of event staff for the conference
5. Starting date of conference (YYYY/MM/DD)

Closing date of conference (YYYY/MM/DD)

How many days will the conference last?

After conference (Results)’
ENE xeE
The Xth xx Conference
1,000 persons
200" persons
2023/1/T
2023/1/F

I days

18



Main Sheet

Enter ‘2. Transport’

« Step 1
— Fill'in the yellow cell according to comments.
— Do not press the blue button yet.

— After entering the information, go to ‘3. Venue’.

2. Transport

1. Internaticnal air transport of overseas participants L

Transport from overseas

2. Long-distance transport of overseas and domestic participants / event staff who are staying overnight (

Transport to accommodations

3. Transport of participants / event staff who are not staying overnight Q N D
g g ——
4. Cost of transporting eguipment/goods needed for the conference : Py :

« Example of how to fill in ‘2. Transport’

2. Transport

1. International air transport of overseas participants 'L

Transport from overseas

2. Long-distance transport of overseas and domestic participants |/ event staff who are staying overnight {

Transport to accommodations

3. Transport of participants / event staff who are not staying overnight [

Transport to venue

4. Cost of transperting equipment/goods needed for the conference

100,000 IPY

19



Main Sheet

Enter ‘3. Venue’

« Step 1
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 2; if you select 'No', go to step 3.

3. Venue

= o e o =

. 1

1. Do you know how much COz is emitted from the wvenue during the conference? : i
o

COz emissions from the venue 1 o l

e o o o o e e e

2. Do you know how much electricity and gas is consumed at the venue during the conference?

Electricity consumption at the venue(s) D vk

Percentage of electricity consumptien offset by purchase of offset products, etc. e
{Leave this blank if unknown)

{Optional) If known, enter the COz emission factor for consumed electricity I kgCoz/kwh
* Please refer to the "Electricity emission factor' link below.

Gas consumption at the venue (s) D e
(Optional) If known, enter the COz emission factor for consumed gas I <gCOa/ M
3. Total area used within the venue(s) e i

20



Main Sheet

Enter ‘3. Venue’

« Step 2
— Fill'in the yellow cell according to comments.

— After entering the information, go to ‘4. Purchased goods’.

3. Venue

1. Do you know how much COz is emitted from the venue during the conference?

COz emissions from the venue
2. Do you know how much electricity and gas is consumed at the venue during the conference?
Electricity consumption at the venue(s)

Percentage of electricity consumption offset by purchase of offset products, etc.
(Leave this blank if unknown)

{(Optional) If known, enter the CO= emission factor for consumed electricity
* Please refer to the 'Electricity emission factor’ link below.

zas consumption at the venue (s)

{Optional) If known, enter the COz emission factor for consumed gas

3. Total area used within the venue(s)

bl

Yes
I--------------
\ |
I tCDzI

e e o e

i
I

I <gCo2/kwh

I e
I <gCO2/Nri
[

21



Main Sheet

Enter ‘3. Venue’

» Step 3
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 4; if you select 'No', go to step 5.

3. Venue

1. Do you know how much COz is emitted from the wvenue during the conference? i

COz emissions from the venue D ico-

r—————————————l

2. Do you know how much electricity and gas is consumed at the venue during the conference? | | 1
- I
Yes
Electricity consumption at the venue(s) Ko hi
=)
Percentage of electricity consumptien offset by purchase of offset products, etc. s s

{Leave this blank if unknown)

{Optional) If known, enter the COz emission factor for consumed electricity I kgCoz/kwh
* Please refer to the "Electricity emission factor' link below.

Gas consumption at the venue (s) D e
(Optional) If known, enter the COz emission factor for consumed gas I <gCOa/ M
3. Total area used within the venue(s) e i

22



Main Sheet

Enter ‘3. Venue’

» Step 4

— Fillin the yellow cells according to comments.

— (For online environment) With regard to the emission factors for power consumption, press the button below the

table and use it as a reference for input.

3. Venue

1. Do you know how much COz is emitted from the venue during the conference?

COz emissiens from the venue
2. Do you know how much electricity and gas is consumed at the venue during the conference?
Electricity consumption at the venue(s)

Percentage of electricity consumption offset by purchase of offset products, etc.
(Leave this blank if unknown)

{(Optional) If known, enter the CO= emission factor for consumed electricity
* Please refer to the 'Electricity emission factor’ link below.

zas consumption at the venue (s)

{Optional) If known, enter the COz emission factor for consumed gas

3. Total area used within the venue(s)

Mo

I o2

Yes 3
| e iy |
[ *kwh I
1 1
| g |
i * I
1 |
| - |
: kgCO2/kWh |
1 1
I . 1
1 M 1
1 |
1 TkgCOz/Nmi |
1 |
1 I - 1
1

* Please refer to the relevant data in the link on the right regarding the emission factor for

consumed electricity, and fill in 3-2. emission factor for consumed electricity if possible.

Source: Ministry of the Environment

: (- Electricity emission factor data J |

e |

23



Main Sheet

Enter ‘3. Venue’

» Step 5
— Fillin the yellow cells according to comments.

— After entering the information, go to ‘4. Purchased goods’.

3. Venue

1. Do you know how much COz is emitted from the venue during the conference?

€0z emissions from the venue
2. Do you know how much electricity and gas is consumed at the venue during the conference?
Electricity consumption at the venue(s)

Percentage of electricity consumption offset by purchase of offset products, etc.
(Leawve this blank if unknown)

(Optional) If known, enter the COz emission factor for consumed electricity

* Please refer to the 'Electricity emission factor’ link below.
Gas consumption at the venue (s)

(Optional) If known, enter the COz emission factor for consumed gas

3. Total area used within the venue(s)

MNo

I, -cO-

L]

MNo

I, <wh
______________E

I <g0:/kWh

I,
I <gCOz /N

| |
[ I'ﬁl

L L]
e o o e o
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Main Sheet

Enter ‘3. Venue’

« Example of how to fill in ‘3. Venue’

3. Venue

1. Do you know how much COz is emitted from the venue during the conference? 2

COz emissions from the venue D o

L]

2. Do you know how much electricity and gas is consumed at the venue during the conference? Yes

Electricity consumption at the venue(s) 40,000 kWh
Percentage of electricity consumption offset by purchase of offset products, etc. 107 %

(Leawve this blank if unknown)

(Optional) If known, enter the COz emission factor for consumed electricity 0.321" kgCOz/kWh
* Please refer to the 'Electricity emission factor’ link below.
Gas consumption at the venue (s) 2,000 Mr

(Optional) If known, enter the COz emission factor for consumed gas " kgCOz/Nmi

3. Total area used within the venue(s) s i




Main Sheet

Enter ‘Purchased goods’

« Step 1
— Fillin the yellow cells according to comments.

— After entering the information, go to ‘5. Food and beverages’.

4. Purchased goods |
1. Cost for purchasing printing paper 1 TPy :
2. Cost for printing and bookbinding (outsourcing) i tpy :
3. Cost for purchasing paper for construction : tpy :
4. Cost for purchasing stationery : tpy :

« Example of how to fill in ‘4. Purchased goods’

4. Purchased goods
1. Cost for purchasing printing paper 90,000 IPY
2. Cost for printing and bookbinding (cutsourcing) 80,0007 IPY
3. Cost for purchasing paper for construction 70,0007 IPY
4. Cost for purchasing stationery 60,000 IPY




Main Sheet

Enter ‘5. Food and beverages’

« Step 1
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 2-1; if you select ‘No’, go to step 3-1.

If 'Yes' is selected, the
amount per participant
and event staff will be
calculated as an equal
number.

5. Food and beverages

*Enter the costs for meals (including drinks) incurred by the host of the conference.
Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately?

[Participants] *If you selected 'Yes' in the above question, enter the sum for both participants and event staff
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4. Average no. of breakfast orders (per day)

5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

[Event staff]
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4. Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffes) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

27



Main Sheet

Enter ‘5. Food and beverages’

. Step 2-1

— Select the two yellow cells marked 'Select the unit', press the pull-down and choose your answer.

5. Food and beverages
*Enter the costs for meals (including drinks) incurred by the host of the conference.

Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately? Yes

[Participants] *If you selected 'Yes' in the above question, enter the sum for both participants and event staff .
1. Breakfast cost (per person per serving) IPY
2. Lunch cost (per person per serving) TIpY
3. Dinner cost (per person per serving) TIpY

4. Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)
6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

[Event staff]
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)
4. Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffes) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)




Main Sheet

Enter ‘5. Food and beverages’

. Step 2-2

— Fill'in all the yellow cells according to comments.

— After entering the information, go to ‘6. Accommodation’.

5. Food and beverages

*Enter the costs for meals (including drinks) incurred by the host of the conference.

Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately?

[Participants] *If you selected "Yes' in the above question, enter the sum for both participants and event staff
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)
4. Average no. of breakfast orders (per day)

5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)
7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)
8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

[Event staff]
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4, Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)
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Main Sheet

Enter ‘5. Food and beverages’

» Step 3-1

— Select the two yellow cells marked ‘Select the unit’ on the participant’s side and press the pull-down to select an

answer.

— The input unit for ‘food and beverages’ of the participant/event staff side are unified for each item (tea/coffee, water).

5. Food and beverages

*Enter the costs for meals (including drinks) incurred by the host of the conference.

Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately?

[Participants] *If you selected "Yes' in the above question, enter the sum for both participants and event staff
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4. Average no. of breakfast orders (per day)

5. Average no. of Junch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

[Event staff]
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4. Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

Mo N

TIPY

TIPY

TIPY

" persons

" persons

" persons
ISR For the input units on the
mmm——rv  gperator's side, the same
ey units as on the
- participant's  side  are
I - automatically set.
I - sons
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Main Sheet

Enter ‘5. Food and beverages’

» Step 3-2
— Fill'in all the yellow cells according to comments.

— After entering the information, go to ‘6. Accommodation’.

5. Food and beverages

*Enter the costs for meals (including drinks) incurred by the host of the conference.
Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately?

[Participants] *If you selected "Yes' in the above question, enter the sum for both participants and event staff
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)
4, Average no. of breakfast orders (per day)

5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coff

o

) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

[Event staff]
1. Breakfast cost (per person per serving)

2. Lunch cost (per person per serving)

3. Dinner cost (per person per serving)

4. Average no. of breakfast orders (per day)
5. Average no. of lunch orders (per day)

6. Average no. of dinner orders (per day)

7. Cost or amount of consumption of drinks (tea/coffee) that is taken outside of mealtimes (per person per day)

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day)

No

Y

-

-

JIPY
ey
N

persons
" persons

" persons

TPy
" persons

" persons

4
N NN BN BN BN BN BN BN NN NN NN BN NN BN BN BN BN BN BN BN BN B
P

" persons

wo T
-

[em——————— e ———————
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Main Sheet

Enter ‘5. Food and beverages’

« Example of how to fill in ‘5. Food and beverages’.

5. Food and beverages
*Enter the costs for meals (including drinks) incurred by the host of the conference.

Will you be inputting the data below as a sum of both participants and event staff, instead of entering them separately? No
[Participants] *If you selected 'Yes' in the above question, enter the sum for both participants and event staff .
1. Breakfast cost (per person per serving) 500 JPY
2. Lunch cost (per person per serving) 1,0007 IPY
3. Dinner cost (per person per serving) 3,0007 IPY
4. Average no. of breakfast orders (per day) 3007 persons
5. Average no. of lunch orders (per day) 800" persons
6. Average no. of dinner orders (per day) 500" persons
7. Cost or amount of consumption of drinks (tea ) that is taken outside of mealtimes (per person per day) 2007 1Y 3
8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day) 1007 ey N
[Event staff] .
1. Breakfast cost (per person per serving) 300 JPY
2. Lunch cost (per person per serving) 5007 1PY
3. Dinner cost (per person per serving) 2,000" 1PY
4. Average no. of breakfast orders (per day) 507 persons
5. Average no. of lunch orders (per day) 100" persons
6. Average no. of dinner orders (per day) 75" persons
7. Cost or amount of consumption of drinks (tea/coffes) that is taken outside of mealtimes (per person per day) 150_

8. Cost or amount of consumption of drinks (water) that is taken outside of mealtimes (per person per day) IDD_—




Main Sheet

Enter ‘6. Accommodation’

« Step 1
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 2-1; if you select 'No', go to step 3.

6. Accommodation

1. Do you know how much COz is emitted from accommedations for participants and event staff?
Total CO= emissions from accommodations

2. Do you know the total number of overnight stays for all persons (no. of persons x no. of nights) for both participants and event staff?
Total number of overnight stays for all participants and event staff

3. Actual number of participants with overnight stay(s)

4, Actual number of event staff with overnight stay(s)

5. (Opticnal) If known, enter the COz emission factor per person per night from accommedations

6. Do participants and event staff walk from their accommeodation to the venue?

i

=1
! I
I [ves
IWI(_‘

I

I persons
I persons
I persons
I kgCoz/night

L

33



Main Sheet

Enter ‘6. Accommodation’

. Step 2-1

— Fillin the yellow cells according to comments.

6. Accommodation

1. Do you know how much COz is emitted from accommedations for participants and event staff?
Total CO= emissions from accommodations

2. Do you know the total number of overnight stays for all persons (no. of persoens x no. of nights) for both participants and event staff?
Total number of overnight stays for all participants and event staff

3. Actual number of participants with overnight stay(s)

4, Actual number of event staff with cvernight stay(s)

5. (Optional) If known, enter the COz emission factor per person per night from accommedations

6. Do participants and event staff walk from their accommeodation to the venue?

]

Yes
- —— o o o o o
I “tco: |
1 1

I persons
I persons
I persons
I kgCoz/night
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Main Sheet

Enter ‘6. Accommodation’

. Step 2-2
— Select the yellow cell, press the pull-down and choose your answer.

— After entering information, go to ‘7. Waste'.

6. Accommodation
1. Do you know how much COz is emitted from accommeodations for participants and event staff? Yes i
Total COz emissions from accommedations 111.1tC0=
2. Do you know the total number of overnight stays for all persons (no. of persons x no. of nights) for both participants and event staff? _
Total number of avernight stays for all participants and event staff I persons
3. Actual number of participants with owvernight stay(s) _persons
4. Actual number of event staff with overnight stay(s) I persons
5. (Optional) If known, enter the COz emission factor per person per night from accommedations kgCOz/night
N NN NN NN NN R R -
6. Do participants and event staff walk from their accommodation to the venue? : 7= 1
s |
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Main Sheet

Enter ‘6. Accommodation’

» Step 3
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 4-1; if you select 'No', go to step 5-1.

6. Accommodation

1. Do you know how much COz is emitted from accommedations for participants and event staff?
Total CO= emissions from accommodations

2. Do you know the total number of overnight stays for all persons (no. of persoens x no. of nights) for both participants and event staff?
Total number of overnight stays for all participants and event staff

3. Actual number of participants with overnight stay(s)

4, Actual number of event staff with cvernight stay(s)

5. (Optional) If known, enter the COz emission factor per person per night from accommedations

6. Do participants and event staff walk from their accommeodation to the venue?

Mo

I, co-

| T+] 1
1 |
l Yes
Mo rSons

I persons
I persons

" kgCOz/night

L]
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Main Sheet

Enter ‘6. Accommodation’

. Step 4-1

— Fillin the yellow cells according to comments.

6. Accommodation

1. Do you know how much COz is emitted from accommedations for participants and event staff?
Total COz emissions from accommeodations

2. Do you know the total number of overnight stays for all persons (no. of persons x no. of nights) for both participants and event staff?
Total number of overnight stays for all participants and event staff

3. Actual number of participants with overnight stay(s)

4. Actual number of event staff with overnight stay(s)

5. (Opticnal) If known, enter the COz emission factor per person per night from accommeodations

6. Do participants and event staff walk from their accommedation to the venue?

Mo

I co-

L]

Yes
—— o o e o
I ‘personE.:

persons

I persons

: " kgCOz/nighty

L —
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Main Sheet

Enter ‘6. Accommodation’

« Step 4-2
— Select the yellow cell, press the pull-down and choose your answer.

— After entering the information, go to 7. Waste’.

6. Accommodation

1. Do you know how much COz is emitted from accommedations for participants and event staff? No i

Total CO2 emissiens from accommedations I co-
2. Do you know the total number of overnight stays for all persons (no. of persoens x no. of nights) for both participants and event staff? Yes )

Total number of overnight stays for all participants and event staff 2,000 persons
3. Actual number of participants with overnight stay(s) _persons
4. Actual number of event staff with overnight stay(s) I persons
5. (Opticnal) If known, enter the COz emission factor per person per night from accommedations jm—————— _‘Iﬁjtzjlzfnight

6. Do participants and event staff walk from their accommedation to the venue? | 1~
I Yes I
I [ |

|
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Main Sheet

Enter ‘6. Accommodation’

» Step 5-1

— Fillin the yellow cells according to comments.

6. Accommodation

2. Do you know the total number of overnight stays for all persons (no. of persoens x no. of nights) for both participants and event staff?
Total number of overnight stays for all participants and event staff

3. Actual number of participants with overnight stay(s)

4, Actual number of event staff with cvernight stay(s)

5. (Optional) If known, enter the COz emission factor per person per night from accommedations

6. Do participants and event staff walk from their accommeodation to the venue?

1. Do you know how much COz is emitted from accommeodations for participants and event staff? No
Total CO2 emissiens from accommedations I co-
No )

I persons

" persons

" persons

" kgCOz/night I
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Main Sheet

Enter ‘6. Accommodation’

» Step 5-2

— Select the yellow cell, press the pull-down and choose your answer.

— After entering the information, go to ‘7. Waste’.

6. Accommodation

Total COz emissions from accommodations

Total number of overnight stays for all participants and event staff
3. Actual number of participants with owvernight stay(s)

4. Actual number of event staff with overnight stay(s)

6. Do participants and event staff walk from their accommodation to the venue?

1. Do you know how much COz is emitted from accommodations for participants and event staff?

2. Do you know the total number of overnight stays for all persons (ne. of persons x no. of nights) for both participants and event staff?

5. (Optional) If known, enter the COz emission factor per person per night from accommedations

MNao

I, <co-

L]

No
I p-rsons
750" persons

20" persons

" kgCOz/night

m—""

| I ———

I 1~
I e I
I [me 1
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Main Sheet

Enter ‘6. Accommodation’

« Example of how to fill in ‘6. Accommodation’

6. Accommodation

Total COz emissions from accommaodations

Total number of overnight stays for all participants and event staff
3. Actual number of participants with overnight stay(s)

4. Actual number of event staff with overnight stay(s)

6. Do participants and event staff walk from their accommeodation to the venue?

1. Do you know how much COz is emitted from accommeodations for participants and event staff?

2. Do you know the total number of overnight stays for all persons (no. of persons x no. of nights) for both participants and event staff?

5. (Optional) If known, enter the COz emission factor per person per night from accommedations

Mo

I, co-

L]

No
I persons
750" persons
20" persons
" kgCOz/night

L]

Mo

41




Main Sheet

Enter '7.Waste'

« Step 1
— Select the yellow cell, press the pull-down and choose your answer.

— If you select 'Yes', go to step 2; if you select 'No', go to step 3.

7. Waste [ ———
1. Do you know the amount of disposed waste (paper, plastic and PET bottles)? | RS :
1 =
Amount of paper waste | I? I
(el |
Amount of plastic waste s g
Amount of PET bottle waste s g
2. Cost incurred for the disposal of bulky waste JPY




Main Sheet

Enter '7.Waste'

» Step 2

— Fill'in all the yellow cells according to comments.

— This is the end of the Main sheet. Please continue to review the Main sheet.

7. Waste
1. Do you know the amount of disposed waste (paper, plastic and PET bottles)? Yes i
[
Amount of paper waste | “kg 1
| |
Amount of plastic waste | kg :
1
Amount of PET bottle waste 1 “kg 1
e
2. Cost incurred for the disposal of bulky waste _JPY
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Main Sheet

Enter '7.Waste'

» Step 3
— Fill'in the yellow cell according to comments.
— This is the end of the Main sheet. Please continue to review the Main sheet.

7. Waste
1. Do you know the amount of disposed waste (paper, plastic and PET bottles)? No i
Amount of paper waste I
Amount of plastic waste I
Amount of PET bottle waste I
2. Cost incurred for the disposal of bulky waste =-- T -‘?P:l:
I ————— |

44



Main Sheet

Enter '7.Waste'

« Example of how to fill in '7.Waste'

7. Waste

1. Do you know the amount of disposed waste (paper, plastic and PET bottles)?
Amount of paper waste
Amount of plastic waste

Amount of PET bottle waste

2. Cost incurred for the disposal of bulky waste

No
I g
I g
I g

50,000 IPY
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Main Sheet

Final review of the Main sheet

 Finally, make sure that the yellow cells on the Main sheet are filled in properly.
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Transport from overseas

» Step 1

— Press ‘Transport from overseas’ in the ‘2. Transport’ section of the Main sheet.

3. Transport of participants / event staff who are not staying overnight

4. Cost of transperting equipment/goods needed for the conference

2. Transport
1. Internaticnal air transport of overseas participants I_(. Transport frem overseas ) I
5 T & 1 & &r&r &5 %7555 T7
2. Long-distance transport of overseas and domestic participants / event staff who are staying overnight Transport to accommodations

( Transport to venue )

100,000 IPY
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Transport from overseas

+ Step 2
— Check that the table like the one below is displayed.

# This sheet calculates the amount of COz emissions associated with international air transport of overseas participants.

# Follow the steps below to enter information:
(1) Provide basic informaticn by selecting your answer from the opticns below.

fill in departure country/region (the COz emission will be calculated based on the distance from the capital of the departure country/region).
(3) Don't enter the arrival airport if it is unknown. In that case, the COz emission is calculated based on the distance to the preset coordinates (the capital of Japan).

# Notes
-Only fill in the yellow cells (please leave the grey cells blank).
-Only enter the "Departure airport” and "Arrival airport” columns if you are using Excel 2016 or newer versiens and are in an online environment.
-When using Excel versions earlier than 2016 or when using the software offline, the location-specific feature cannot be utilized.
Therefore, for the basic question ‘Do you know the departure/arrival airports used by overseas participants?, please choose 'Know none of them'.

(2)-1. If you know which departure/arrival airports are used, enter the official airport names in Japanese or in alphabet letters (use half-width alphanumeric characters, and both small and capital letters can be used).
(2)-2. The location data of the airport has been correctly identified if the relevant Google map link is displayed in the 'Confirmation of departure/arrival airport’ columns. If it is not identified, leave the 'Departure airport’ field blank, and instead

Basic information
Do you know the departure/arrival airports used by OVerseas partcipants? 1=]
Do you know how many overseas participants are/were offset? ]
Distance CO: emissions
Departul i i
# parture alrport Departure country / Country of origin of port of arrival airport Distance (km) | e ool
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Transport from overseas

» Step 3

Select the yellow cell in the field marked ‘Basic information’, press the pull-down and select an answer.

The color of the input field under ‘Basic information’ will change from grey to green according to your selection in

Step 3.

If you are using this tool in an online environment with Excel 2016 or a later version, go to step 4-1.

If you are using this tool in a version earlier than Excel 2016 or in an offline environment, select 'Know none of them'

for the first question, then answer the second question and go to step 5-1.

Basic information

Do you know the departure/arrival airports used by overseas participants?

Do you know how many overseas participants are/were offset?

-

Know all of them
Know some of them

Know none of them

~T==T

Basic information

Do you know the departure/arrival airports used by overseas participants?

Do you know how many overseas participants are/were offset?

Know some of them

T=1 1
|

Yes
Mo 1
1
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Transport from overseas

¢ Step 4-1 Only for Excel 2016 or a later version and online environment

— Enter the name of the airport (official name) used by an overseas’ participant in the ‘Departure airport’ field, if you know
the name.
— If you do not know the departure airport, or if you clicked ‘Confirmation of departure airport’ to check the link and found

that it is different from the name of the airport you entered, go to step 4-2 without entering ‘departure airport’ field.

Confirmation of departure airport (lanﬂr-mallan of arrival airport Distance (km)

E:3

Departure airport rival airport Departure country / Country of origin | No. of persons No. of persons offset

(passenger-km) (kgCO:)

Distance CO2 emissions

John F. Kennedy International

1. Departure airpert Google Maps
Airport

10862.79058

[P E L, | )

I
U
[
i
M
L
Ll
1
[
i
M
L
I
1
[
i
M
L
I
|
[
r
M
U
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Transport from overseas

. Step 4-2
— For a participant from overseas whose ‘departure airport’ has not been filled in in Step 4-1, select the yellow cell in

the ‘Departure country/Country of origin,” press the pull-down, and select the country.

|
Distal CO: Issi
# |Departure airport Arrival alrport I Departure country / Country of origin No.l\‘ persons No. of persons offset Confirmation of departure airport | Confirmation of arrival airport Distance (km) nee » emissions
! (passenger-km) (kgCO:1)
1 ] T~
2 Afghanista
I Aland Lslancs H
3 J| Jmenis .
Algeria
el | American Samoa 1
5 " andorra |
i Ancola
6 Anguills 1
7 | I
g | z
9 1 | |
10 - |
1 L) [
12 | H
E 1 =
14 1 |
s ' T
16 1 1
17 | 5
18 1 s
19 5 i
2 : I
I



Transport from overseas

» Step 4-3

— If you know the Arrival airport within Japan, select the yellow cell in the ‘Arrival airport’ field, press the pull-down, and

select the Arrival airport.

— If you do not know the Arrival airport, or if you clicked ‘Confirmation of arrival airport’ to check the link and found that

it is different from the name of the airport you entered, do not select the Arrival airport in the ‘Arrival airport’ field.

# |Departure airport

Arrival airport

Airport

John F. Kennedy Intemational

Tokyo International Airport
(Haneda Airport)

No. of persons offset

Confirmation of departure alrport I

Confirmation of arrival airport

Ilstanm (km)

Distance
(passenger-km}

CO: emissions
(kgCO:)

')cpartumoountrvfcoumrvoferlgln No. of persons

parture airport Gocgle Maps

10875.48485

o|~|o|u|blwm| =

FOCEESICEESICEEIICEE
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Transport from overseas

+ Step 4-4

— For rows where you have entered the ‘Departure airport’ (or ‘Departure country/Country of origin) and ’Arrival

airport’ (only as far as you know), enter the 'No. of persons’. If you know the number of persons who can reduce

CO2 emissions to zero by purchasing offset products, etc., please enter them in ‘No. of persons offset’.

Distance

CO:z emissions

# |Departure airport Arrival airport Departure country / Country of origin I No. of persons No. of persons offset Ionflrmaﬂcn of departure airport Confirmation of arrival airport Distance (km) (raacyar i) (kaCO2)

A okl ean=rvptemation= [Tk it A OnE AR 150 25 ||_Devarture airoort Gessle Maos 10875.48485|  2718871.213 225666.3107
Alrport (Haneda Airport) 1
2 a |
3 U 1
4 L |
5 | 1
5 1 x
7 a N
8 s 1
9 ] 1
10 | 1
1 1 M
12 . i
13 5 1
14 i 1
15 | 1
16) 1 .
17 A L
18 L |
19 1 1
20 1 1
N DN N B BN DN N B B e

» Step 4-5

— Repeat Steps 4-1 to 4-4 for all overseas participants and then go to Step 6.
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Transport from overseas

» Step 5-1

— Select the yellow cell in the 'Departure country/Country of origin’, press the pull-down and choose your answer.

istal CO: emission.
I | Departure country / Country of origin Na.r persons No. of persons offset Confirmation of departure airport Confirmation of arrival airport Distance (km) il Lo 5

Departure ais
# parture airport (passenger-km} (kgCO2)

Arrival airport

Aland Islancs |

L e e e e e e e e e
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Transport from overseas

» Step 5-2
— For rows where you have entered the ‘Departure country/Country of origin’, enter the 'No. of persons’. If you know
the number of persons who can reduce CO, emissions to zero by purchasing offset products, etc., please enter them

in ‘No. of persons offset’.

Distance CO: emissions

No. of persons No. of persons offset firmation of departure airport Confirmation of arrival airport Distance (km
pe pe Io" pa (km) (passenger-km) (kgCO2)

Departure country / Country of origin

Italy 0858.01627 0 0

» Step 5-3
— Repeat Steps 5-1 to 5-3 for all overseas participants and then go to Step 6.
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Transport from overseas

» Step 6
— Finally, make sure that the yellow cells are properly filled in.

— Press the 'Back to Main Sheet' button to move to the Main sheet.

4 This sheet calculates the amount of COz emissions associated with international air transport of overseas participants.

4 Follow the steps below to enter information:
(1) Provide basic information by selecting your answer from the options below.

fill in departure country/region (the COz emission will be calculated based on the distance from the capital of the departure country/region).
(3) Don't enter the arrival airport if it is unknown. In that case, the COz emission is calculated based on the distance to the preset coordinates (the capital of Japan).

+ Notes
-Only fill in the yellow cells (please leave the grey cells blank).
+Only enter the "Departure airport” and "Arrival airport” columns if you are using Excel 2016 or newer versions and are in an online environment.
*When using Excel versions earlier than 2016 or when using the software offline, the location-specific feature cannot be utilized.
Therefore, for the basic question 'Do you know the departure/arrival airports used by overseas participants?, please choose 'Know none of them'.

(2)-1. If you know which departure/arrival airports are used, enter the official airpert names in Japanese or in alphabet letters (use half-width alphanumeric characters, and beth small and capital letters can be used).
(2)-2. The location data of the airport has been correctly identified if the relevant Google map link is displayed in the 'Confirmation of departure/arrival airport’ columns. If it is not identified, leave the 'Departure airport’ field blank, and instead

Basic information
Do you know the departure/arrival airports used by overseas participants? Know some of them |~

Do you know how many overseas participants are/were offset? Yes

# |Departure airport Arrival airport Departure country / Country of erigin

No. of persons No. of persons offset cor of dep: airport  |con of arrival airport

Distance {km)

Distance

CO: emissions

(kgC0s)

John F. Kennedy International | Tokyo International Airport
Airport (Haneda Airport)

10875.48485

2718871.213

225666.3107

Charles de Gaulle Airport

9692.274718

1550763.955

128713.4082

Narita International Airport  |Canada 150

10286.71285

3086013.855

256139.15

Italy 100

9858.01627

1182961.952

98185.84205

l Back to Main Sheet
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Transport to accommodations

» Step 1

— Press the button marked "Transport to accommodations' in the '2. Transport' of the Main sheet’.

2. Transport

1. Internaticnal air transport of overseas participants

2. Long-distance transport of overseas and domestic participants / event staff who are staying cvernigh

3. Transport of participants / event staff who are not staying overnight

4. Cost of transperting equipment/goods needed for the conference

Transport from overseas
L]
Transport to accommodations 1
S N B SN NN NN NN NN NN NN N e e e e el

Transport to venue

100,000 IPY
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Transport to accommodations

» Step 2

— Check that a table like the one below is displayed.

#TNis sheet calculates the amount of CO; emTtted fof Transporting overseas participants from thelr respective arrval alrports to thelf accommedation and for transporting domes!

# Follow the steps below to enter information:
(1) Enter the number of domestic participants with cvernight stays in the *No. of participants' field for ea
(2) Enter the number of domestic event staff with avernight stays in the ‘No. of event staff field for ead
(3) Keep the above-menticned fields blank if their departure prefactures are unknawn
(4) Enter the number of domestic participants/event staff with overnight stays whese departure locations are unknown.

departure prefecture.
departure prefecture.

#lotes
Only input the name of accomedation if you are using Excel 2016 or newer versions and are in an online envirenment.
When checking the 'Confiramation of accomedation’ field, if a Geogle Maps link is displayed, the location information is recs
If nothing has been entered in the *Confirmaticn of accommedation’ field, CO2 emissions are calculated assuming that the accommedation is lecated in the prefectural capital
Although net all participants/event staff may stay in the same accemmedation for the same duration, this simple calculation of distance travelled assumes that the same a
For persons whose domestic departure lecatiens (or domestic arrival locations for overseas participants) are unknown, their locations will be fixed to Tokyo.

gnized. If not recognized successfully, leave the

mmedation is used

ParTICipants and event Staft who are staying overnight from their respective departure [0cations to thelr a

ccemmodatien name blank and manually select the prefecture of the accemmedation location.

mmodation

#Departure locations of domestic participants /event staff with overnight stay(s)

Domestic arrival airport Prefecture | No. of persons refecture |No. of partidpants |No. of event stalf | Prefecture |No. of participants |No. of event staff ‘Accemmedation infermatien
Tokyo International Airport (Haneda Alrport) Tokyo 150 Hokkaido iga Enter the name of the accommodation (hotl, inn, 21c.) ]
Narita International Alrport Chiba 150 Romori Kyoto
[ Twate Osaka Prefecture of Accommaodation (Automate Input) | |
[ Miyagl Hyogo
[ Akita 7 Trara 7 7 Prefecture of Accommodstion (Manual Input) N
0 Yamagata Viakayama
0 Fukushima Tottori Confirmation of aco |
0 Tharaki Shimane |
[ Tochigl Okayama
[ Gunma Hireshima No. of persons staying overnight whose departure locations are unknown
[ Saltama Yamaguchi No. of overseas participants whese demestic arrival airports are unknown 200" persons
o Chiba Tokushima
0 Tokyo agawa No. of domestic participants staying overnight whose departure locations are unknown 7 persons
o Kanagawa Ehime
0 Nilgata ochi No. of domestic taff staying overnight whose departure locations are unknown " persons
o Tayama Ukucka
o Ishikawa Saga
o Fukul Nagasakl
o Yamanashi umamoto
o Nagano Oita
Gifu Miyazaki
Shizucka Kagoshima
Aichi Okinawa
Mie

60



Transport to accommodations

» Step 3
— Make sure that 'Domestic arrival airport' and 'No. of persons' entered in the 'International transport' are displayed.
— For the rows where 'Domestic arrival airport' and 'No. of persons' are entered, select the yellow cell, press the pull-

down and choose your answer.

Domestic arrival airport Prefecture |[No. of persons
Tokyo International Airport (Haneda Airport) Tokyo 150
Narita International Airport Chiba 150

0

oo o000 |0 |0 |00 | oo o|Io|O|D




Transport to accommodations

» Step 4
— For the Departure locations of domestic participants/event staff with overnight stay(s), enter the number of persons
to each prefecture.
— If you are using this tool in an online environment with Excel 2016 or a later version, go to Step 5-1.

— If you are using the tool in a version earlier than Excel 2016 or in an offline environment, go to Step 6.

4 Departure locations of domestic participants/event staff with overnight stay(s)

o ——_—_—_—_—_—————————1 e ——_T—_—_—_—_———————n
Prefecture: No. of participants |No. of event staff I’refecture! No. of participants |No. of event staff ||
Hokkaido $higa H I
Aomori i kyoto : I
Iwate 1 bsaka . 1
Miyagi i Iiyogo : 1
Akita 1 ara i :
Yamagata | akayama I
Fukushima || oftori 1 I
Ibaraki 1 himane | I
Tochigi | kayama | I
Gunma | giiroshima_| I
Saitama | iamaguchi 1 1
Chiba 1 fokushima T 1
Tokyo 1 gagawa | 1
Kanagawa 1 Fhime 1 |
Nigata o Kochi I |
Toyama o fukuoka T |
Ishikawa » faga i |
Fukui . flagasaki ! |
Yamanashi 5 kumamoto | |
Nagano g bita . 1
Gifu H fiyazaki | I
Shizuoka § Kagoshima , 1
Aichi 1 Diinawa 1

. * 3 3 3 3 3 3 3 3 3 3 3 3 7]
Mie 1




Transport to accommodation

° Step Sl Only for Excel 2016 or a later version and online environment

— Enter the name of the accommodation (official name) in the yellow cell according to comments.

Accommodation information e et
Enter the name of the accommodation (hotel, inn, etc.) 1 A :
R ————— 3
Prefecture of Accommodation (Automatic Input) 1
Prefecture of Accommodation (Manual Input) A

IRSICIOEPA  Only for Excel 2016 or a later version and online environment

— Click the link in the ‘Confirmation of accommodation’ to check that it has been entered correctly, then go to Step 7.
— The name of the prefecture is automatically entered based on the input of the accommodation name.

— If you clicked the link and found that it is different from the accommodation you entered, go to Step 6 without entering

Accommodation information o o o o o o e o o o
Enter the name of the accommodation (hotel, inn, etc.) I Park Hyatt Tokyo ‘=
|
i —— J
Prefecture of Accommodation (Automatic Input) |T0ky0 1

Prefecture of Accommodation (Manual Input) _—

Confirmation of accommodation

Accomodation Google Maps




Transport to accommodation

» Step 6

— Select the prefecture of the location of accommodation.

X The location of the prefectural capital is automatically set as the place of accommodation.

Accommodation information

Enter the name of the accommodation (hotel, inn, etc.)
Prefecture of Accommodation {Automatic Input)

Prefecture of Accommodation (Manual Input)

I
| )

LN
: Tokyo I

 Step 7

— Fill in the yellow cells according to comments.

No. of persons staying overnight whose departure locations are unknown

No. of overseas participants whose domestic arrival airports are unknown

Mo. of domestic participants staying overnight whose departure locations are unknown

No. of domestic event staff staying overnight whose departure locations are unknown

|
200 persons
ey
I persons |
! |
| N -
' persons |

64



Transport to accommodation

+ Step 8
— Finally, make sure that the yellow cells are properly filled in.

— Press the 'Back to Main Sheet' button to go to the Main sheet.

#This sheet calculates the amount of CO7 emItted for Transporting Overseas participants from thelr resped

e arrival alrports to their

ccommaodation and for transporting domestic particIpants ahd event Staft who are stay It from thelr respective departure 16Cations to thelr a

# Follow the steps below to enter informatior
(1) Enter the number of demestic participants with overnight stays in the *No. of participants' field for eac!
(2) Enter the number of domestic event staff with overnight stays in the *No. of event staff field for e
(3) Keep the above-mentioned fields blank if their departure prefectures are unknown
(4) Enter the number of domestic participants/event staff with overnight stays whose departure locations are unknown.

departure prefecture.
departure prefecture.

#hotes
Only input the name of accomodation if you are using Excel 2016 or newer versions and are in an online envirenment.
When checking the ‘Confiramation of accomedation’ field, if a Geogle Maps link is displayed, the location information i recognized. If not recognized successfully, leave the
If nothing has been entered in the ‘Cenfirmation of accommedation’ field, CO2 emissions are calculated assuming that the accommedation is lecated in the prefectural capital
Although not all participants/event staff may stay in the same accommedation for the same duration, this simple calculation of distance travelled assumes that the same a
For persons whose domestic departure locations (or domestic arrival locations for overseas participants) are unknown, their locations will be fixed to Tokyo.

ommedation name blank and manually select the prefecture of the accommedation lecation

mmodation is used.

#Departure locations of domestic participants /event staff with overnight stay(s)

¥ e
L

L
——===J

Domestic arrival airport Prefecture | No. of persons refecture | No. of participants_|No. of event staff ommodatien informatien
Tokyo International Alrport (Haneda Airport) Tokyo 150 Shiga Enter the name of the accommodation (hatel, inn, &) Park Hyatt Tekya
Narita International Alrport Chiba 150 Romori Kyoto
0 Iwate Osaka 20 Prefecture of Accommodation (Automatc Input)
[ Miyagl Hyogo
0 Akita Nara Prefecture of Accommoraton (Manual Input] __
o Yamagata Viakayama
0 Fukushima Tottori [ Confirmation of accommodaticn |
0 Ibaraki Shimane |Accomodation G |
o Tochigl Okayama
o Gunma 507 Hireshima No_ of persons staying evernight whose departure lecations are unknown
] Saltama Yamaguchi No. of Gverseas participants whose domestic arrival irports are Unknown 200" persons
0 Tokushima
0 Kagawa No. of demestic participants staying overnight whose departure locations are unknawn 50" persons
[ 50 Ehime
[ Kochl No. of domestic event staff staying overnight whose departure locations are unknown 507 persons
[ Fukucka
[ Ishikawa Saga
[ Fukul Nagasakl
[ Yamanashi 50 Kumamoto
[ Nagano Oita
Gifu Miyazakl
Shizucka Kagoshima
Okinawa
50
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Transport to venue

» Step 1

— Press the button marked ‘Transport to venue’ in the ‘2. Transport’ in the Main sheet'.

2. Transport

1. Internaticnal air transport of overseas participants (. Transport from overseas )

2. Long-distance transport of overseas and domestic participants / event staff who are staying overnight Transport to accommodations

3. Transport of participants / event staff who are not staying overnight It Falvenye |

4. Cost of transperting equipment/goods needed for the conference 100,000° IPY




Transport to venue

» Step 2

— Check that a table like the one below is displayed.

# This sheet calculates the amount of COz emitted for transporting participants and event staff whe are not staying overnight te the venue.

# Follow the steps below to enter information:
(1) Enter the number of participants and event staff who are not staying evernight in the "No. of persons’ field for each prefecture they depart from.
(2) Select the prefecture in which the venue is located and enter the name of the venue.
(3) Enter the number of participants and event staff who are not staying evernight and whose locations in Japan are unknown.

#Notes
-0Only enter the name of accommodation if you are using Excel 2016 or newer versions and are in an online environment.
-When checking the 'Confiramaticn of venue' field, if a Google Maps link is displayed, the location information is recognized. If not recognized successfully,
leave the venue name blank and manually select the prefecture of the venue location.
-If nothing has been entered in the 'Confirmation of venue address’ field, COz2 emissions are calculated assuming that the venue is located in the prefectual capital.
+Although there may be multiple venues that are used for different durations, this simple calculation of distance travelled assumes that only one venue was used.
- Although there may be multiple venues that are used for different durations, this simple calculation of distance travelled assumes that only one venue was used.
- For persons whose domestic departure locations are unknown, their locations will be fixed to Tokye.

#Prefecture from which participants and event staff
who do not stay overnight

Prefecture[No. of persons |Prefecture|No. of persons

Hokkaido Shiga ]

Aomori Kyoto

Iwake Osaka Venue information

Miyagi Hyogo Enter the name of the venue ]
Akita MNara

‘Yamagata Wakayams Prefecture of Venue (Automatic Input) I:
Fukushima Tottori

Ibaraki Shimane Prefecture of Venue (Manual Input) ]
Tochigi Okayama

Gunma Hiroshima [ Confirmation of venue

Saitama ‘Yamaguchi |

Chiba Tokushima

Tokyo Kagawa Mo. of attendees who are not staying overnight and whose locations in Japan are unknown
Kanagawa Ehime |Nn. of participants and event staff without an overnight stay and whose locations in Japan are unknown ) persons
Niigata Kochi

Toyama Fukuoka

Ishikawa Saga

Fukui MNagasaki

‘Yamanashi Kumamoto)

Nagano Qita

Gifu Miyazaki

Shizuoka Kagoshima

Aichi Okinawa

Mie

—
Back to Main Sheet



Transport to venue

» Step 3
— Please enter the number of persons to each prefecture field according to the departure locations of domestic
participants and event staff who are not staying overnight.
— If you are using this tool in an online environment with Excel 2016 or a later version, go to Step 4-1.

— If you are using the tool in a version earlier than Excel 2016 or in an offline environment, go to Step 5.
¢ Prefecture from which participants and event staff
who do not stay overnight

Prefecturl{ No. of persons|Prefectur{No. of persons|l
Hokkaido [ Ehiga 1 )|
Aomori 1l Kyoto | |
wate | Psaka | M|
Miyagi | Hyogo | |
Akita | Nara 1 b
Yamagatall Wakayamd] M
Fukushimd Jottori | )
Tbaraki | Fhimane || |
Tochigi | Dkayama | 1'
Gunma |l Hiroshimal Ll
Saitama | Kamaguchl M
Chiba 1 Trokushimd Ll
Tokyo | Kagawa | 1
Kanagawa! Ehime | i
Niigata 1§ Kochi | 1
Toyama 1 Fukuoka 1 I
Ishikawa ! kaga | 1
Fukui 1 Nagasaki | I
Yamanash] kumamotd I
Nagano : bita 1 I
Gifu . iyazaki I I
Shizuoka agoshimd I
Aichi : kinawa !
Mie H m=————
| mpp—p——




Transport to venue

° Step ZEN Only for Excel 2016 or a later version and online environment

— Enter the name of the venue (official name) in the yellow cells according to comments.

Venuginformation === s s em——- -
Enter the name of the venue I 3 i
| F N p——
Prefecture of Venue (Automatic Input) [
Prefecture of Venue (Manual Input) )

d Step ZE¥A Only for Excel 2016 or a later version and online environment

— Click the link in the ‘Confirmation of venue’ to check that it has been entered correctly, then go to Step 6.
— The name of the prefecture is automatically entered based on the input of the name of venue.
— If you clicked/checked the link and found that it is different from the name of the venue you entered, go to Step 5 without

entering the name of the venue.

WVenue information

Enter the name of the venue Tokye Midtown ™
Prefecture of Venue (Automatic Input) L:
Prefecture of Venue (Manual Input) I -

Confirmation of venue

Venue Google Maps




Transport to venue

» Step 5
— Select the prefecture of venue.

— XThe location of the prefecture of the venue is automatically set.

Venue information
Enter the name of the venue [
Prefecture of Venue (Automatic Input) [
Prefecture of Venue (Manual Input) I Tokyo h :

» Step 6

— Fill in the yellow cell according to comments.

Mo. of attendees who are not staying overnight and whose locations in Japan arcs ke me s s

Mo. of participants and event staff without an overnight stay and whose locations in Japan are unkann! 1 piarsons

7



Transport to venue

 Step7

— Finally, make sure that the yellow cells are properly filled in.

— Press the 'Back to Main sheet' button to move to the Main sheet.

#Notes

# Follow the steps below to enter information:
(1) Enter the number of participants and event staff who are not staying overnight in the 'No. of persons' field for each prefecture they depart from.
(2) Select the prefecture in which the venue is located and enter the name of the venue.

(3) Enter the number of participants and event staff who are not staying overnight and whose locations in Japan are unknown.

#Prefecture from which participants and event staff

who do not stay overnight

# This sheet calculates the amount of COz emitted for transporting participants and event staff who are not staying overnight to the venue.

-Only enter the name of accommeodation if you are using Excel 2016 or newer versions and are in an online environment.

-When checking the 'Confiramation of venue' field, if a Google Maps link is displayed, the location information is recegnized. If not recognized successfully,

leave the venue name blank and manually select the prefecture of the venue location.

-If nothing has been entered in the 'Confirmation of venue address’ field, COz emissions are calculated assuming that the venue is located in the prefectual capital.
-Although there may be multiple venues that are used for different durations, this simple calculation of distance travelled assumes that enly one venue was used.
-Although there may be multiple venues that are used for different durations, this simple calculation of distance travelled assumes that only one venue was used.
-For persons whose domestic departure locations are unknown, their locations will be fixed to Tokyo.

Prefecture|No. of persons | Prefecture|No. of persons

Hokkaido —_IShiga ]

Aomaori Kyoto

Iwate Osaka Venue information

Miyagi Hyogo Enter the name of the venue Tokyo Midtown

Akita Nara

‘Yamagata Wakayama Prefecture of Venue (Automatic Input) Tokyo

Fukushima Tottori

Ibaraki Shimane Prefecture of Venue (Manual Input) _—
Tochigi 50 |Okayama

Gunma Hiroshima [ Confirmation of venue |
Saitama 50 | Yamaguchi [ ¥ |
Chiba Tokushima

Tokyo 50 |Kagawa [ No. of attendees who are not staying overnight and whose locations in Japan are unknown |
Kanagawa Ehime ‘ND. of participants and event staff without an overnight stay and whose locations in Japan are unknown 100" persons ‘
[Niigata Kochi

Toyama Fukucka

Ishikawa Saga

Fukui Nagasaki

‘Yamanashi 30 |Kumamoto

Nagano Qita

Gifu Miyazaki

Shizuoka Kagoshima

Aichi Okinawa

Mie
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Key tips

« Step 1
— Press the 'Key tips' button at the bottom of the table in the Main sheet.

® ADOUL T CDz SMSSon MEaswement Madel 107 iEmatona] ConTErences
+This teol was ereated for Simple measurement of CO1 emitied during an intemational cenference, but it can akse be applied to domestic conferences, exhibitions and various other events.

+If you use Excel 2021 Or newer versions, Wansport ditandes 3nd 25sociated OOz MSSiOns can be cakculated by [iling in the "Departure 3upart’ and ‘Anival Siport” fiekis onling, S0 We rECOmMmEnd you 1o ue s 106l anlin

#How 10 use this oo
[L) Fill in the yeliow ORI for €3 REM or Press the Diu by

(2) when

5. I you are nOL Sure WHaL GATE yOu SHOWK INPUl, CKCK e cell 1o Jisplay more de
ng transport data, cick the conesponding biue button o Jump to anather sheet. Fillin that sheet and click the “Back 1o Main Sheet” button at

ng al the data, press the Key Tips’ button at

m of tnis snee

T sk ormaton = Food and beverages
T When & ths measurement 100l being wed? ‘Wier conterence (REsuis) “Enter the costs for Meals (inCuGinG Qrinks) INCUTEd by e Nost of the conference
2. Name of conference (Japanese) 20 R | Will you B INOUITiNG the data bekw 35 3 Sum of BN PAICIOANIS and event Stalf, iNstead of Sntenng them separatel? Ne i
Name of conference {English) The an xx Conference. i articipants] *Tf you selected “Yes' in the above quesiion, enter the sum for bath particgants and event stafl
1. Breaifast eost {per person per serving) 5007 IPY
3. Ne. of parteinants at the venve 1,000 persons
2 {per person per serving) 1,000 "JPY
1. No. of event Stafl for the contesence 200" persons
3. Dinnes ver person per serving) 3,000 1P
5. Starting date of conference (YYYY/MM/DD) 2023171
4. Average no. ef breakfast onders (per day) 300 persons
Cosing date of conference (YYYY/MM/DD) 2023/ 173
5. Averace no. of lunch orders (oer davi 80D " persans
How many days will the conference last aay:
6. Mverage n0. of diner oo (08r 0av) 500" persans
= Transport
1. Intemational air bansport of overseas partiopants C Tranapart v crarsias ) 7. COSE Gr AMOUNt Of CONSLMPLON of AN (183/ca LS Laken OULSKE Of MEATIMES (D8 HEMSON Der 2V) 2000w
2. Long-dilance LEnseon of overseas and domestic Participants / even Wi are S1aving oveniol 8. Cost or amount of conSLMOtion of arinks (water) that & taken culside of Mealimes (Der Dersan per dav) 100wy ]
3. Transport of participants / event stalfl who are not staying overnight ent staff)
1. Breaifast eost {per person per serving) 300" IPY
1. Cost of uansporting equipment/goods needed for the confere
2. Lunch cost [per person per serving) 5007 IPY
No - 3. Dinner cost (| n serving) 2,000 " JPY
1. Do you know Now Much (D & emi =0 cost [per persan pe “
€0z emissions from the ven I 4. Mverage no. of breaidast orders (per day) 50° persons.
2 he venue during the conference? Yes | 5. dwerage no. of lunch orders (per day) 100 persons.
40,000 kWn 6. Mverage no. of dinner onders (per day) 75" persons.
Percentage of electricly consumption effset by purchase of offset products, eic. 0% 7. Cost er ameunt of consumption of drinks {tea/calfee) that & taken outside of mealtimes {per person per day) 150 N
{Leave i unknown)
5. Cost er ameunt of eonsumption of drinks {water) thal & taken outside of mealtimes (per person per day) wo BN

{Dptinal) If Kngwn, enter the CDa emission 18CLar for Consumed slect 0321 kgCOa/ Wk
* Piease refer o he ‘EKClncily EMESon factar WK e, 2
1. D vou know Do mudh C0z & em) MMGdations for faCPants and event Sall? No

Gas consumpn

n at the venue (3) 2,000 Nt

Tetal 01 emissions lrem accommed

{Optienal) If knewn, enter the Dz emissien facter fer consumed gas  4gCoai Nk

L LS

2. Do vou know 2002 {0, Of $er30nS % 0. Of AGHIS] for DOth particiants and eve:

3. Total area wsed v

Total Aumbe it stavs for all sarticpants and evant st

3

T for purchasing 50,000 TPV miber of paMKRaNts Wilh Gvemight stay(s)

2 tox printing and beokbinding {eutsourcing) 80,000 1PV wmber of event SIaf wilh owemiant stay(s)

3 tor purchasing paper for cansiruction 70,000 1PV 5. (Optenal) If Kngwn, C0u emission factor per perssn per NINL 11eM SCOMMEdations

1 tor purchasing siationery 60,000 1P¥ 6. Do participants and event siall walk from their accommedation to the venue Ne ]

* Flease refer 10 the (ekvant ata in Ihe ik o I AL 1€q2:ding [he emsion 1actar fo e 7. Waste
consumed electricity, and Ml in 3-2. emissien facter for consumed electricity if possible (e enidonfacrin ) the amount of Gsposed waste (paper, plastic and PET bol
e

paper wasie [
plasic wasie [
FET o wasie [

the Gisposal of bulky waste 50,000 IPY

pr=m===1
-
| ] |
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Key tips

» Step 2

— For each item, please read the check items and tick the box [ for the items you plan to improve or feel you could

make improvement for the conference.

= —— -
Category Item |Subitem ] |Check box Fheck items Key tips
| Encourage everyone to use public transport. CO2 emissions can be further
O Fhe use of public transport is/was recommended o _W o P P ?
| reduced by using trains instead of cars or charter buses.
Transport of people | H ] L o Recommend accommodations located within walking distance of the venue. If
1 he venue is/was located within walking distance from ) ) R K
] !ccommodations that is not possible, recommend nearby accommodations that are accessible
1. Transport | ] with public transport.
| uipment and rental goods are/were procured locall Transporting equipment/rental goods also generates COz. Make the transport
O quip g p Yy p g equip g a P
i s much as possible distance as short as possible.
Transport of goods by frEIghl . X . . There are transport companies that are conscious of environmental impact.
1 nvironment-friendly transport method is/was prioritised . . .
I O hen selecting a transport company Make sure to consider mode of transportation when selecting a transport
. company.
: O }he venue uses/used LED lighting Look for a venue that uses LED lighting. Compared to fluorescent and
I incandescent lamps, LEDs consume less power.
'he venue's lighting is/was of appropriate brightness Check in advance the brightness required for holding a conference and ensure
.. O [
Electricity 1 nd not excessively bright only to turn on lights that are necessary and adjust their brightness.
| Set the air conditioner's temperature so that energy is saved as much as
1 O fhe air conditioner temperature is/was set to 20°C or ble. Chanding the ai pd't' ‘< setting b gl‘!:C 10% to 13% of
ossible. Changing the air conditioner's settin can save 0 0
v 1 wer in winter and 28°C or higher in summer Zlectricit\,’ aing gy
enue -
| . . When selecting the venue, check beforehand if the equipment used in the
1 O he venue uses/used energy-efficient equipment . .
I venue is new and energy-efficient.
Gas 1 O }he use of cold water instead of hot water is/was To reduce gas consumption, encourage using water instead of heated water if
2 ViERuE 1 !ecommended in restrooms, etc. possible.
’ L]
: O tooking and heating is/was all done at the same time Plan a schedule so that cooking and heating can all be done at the same time.

S
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Key tips

» Step 3

— Press ‘Back to Main Sheet’ to go back to the Main sheet.

— Press ‘Go to Calculation Results’ to go to calculation results.

An accommodation that is conscious of environmental

Recommend accommodations using renewable energy, environmentally

4. Accommodation - ) C ) i n
impact and is energy/resource efficient is/was selected |friendly cleaning products and amenities, etc.
O Only essential goods is/was purchased to reduce waste |Purchase only essentials to reduce waste.
Recycling bins are/were installed for proper waste . .
W
5. Waste sorting Promote recycling by sorting waste.
O Waste bins has/had English signs or icons on them for Ensure waste bins have signs that are easy for non-Japanese speakers to
non-Japanese speakers to understand them easily understand to encourage proper waste sorting.
0
|
: Back to Main Sheet Go to Calculation Results I

(S |
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Calculation results

« Step 1
— Check the total emissions, per-capita emissions, and calculations of each item etc.

— The figures in the red boxes represent the sub-total of each item and its share of total emissions.

€02 Emission Measurement Model (Ver.1) Calculation Results (After conference (Results))

EXE eE
The Xth xx Conference

Event Days: 2023/1/1 (Sun}~1/3 3 days)
Domestc 8 Torsl number of
partcipants 500 parocpents seo parocipents 000
Category/Ttem £ "“":;;" Factor Unit Result Sub-total Ratio
8538,611.0 0.083 - 708.7 w0
e Calculsted based on data in the Domestc long-distance sheet - 282 €02
peopie
1. Transpart 7442 w0 | 8566%
st Calculne based on cata in the Domessc short disance sheet - 71 wo:
Transpart of goods by freght [=| 100,000 wr w | ooorrr | egoowe | = 02 w0
serery |=| 36,000 | x 0321 kgcoawn | = 18 00
a |=| 2000 i x 223 kgeOx Nt | = s co:
Venue
e o Doy | x 023 [xgoOydaym| = 00 w0
L Aireacly mput in the Data nput sheets - 00 w0
2. Venue 18.1 10z 2.08%
90,000 wr < | comse - 10 w0
80,000 Y x 0.00300 - 0.z 00z
Puchased goods
- 70,000 Y x 0.01074 - LE:] 1002
50,000 v | o022t - 01 wo:
viesis =| 7995000 wr x| osozer | kgoowaer | - 225 w0
3 Fodand | Drinks outsde of meatimes
| e e x : ot | - co 254 0| 293%
— e, coffoe) =|  so0.000 » 0.00289 [El 20 w0z 3 [ 93%
Drinks autsce of meattimes . . . -
i - 3s0000 > x| coozss | kgoowom 10 wo:
20 anis) | x s1 sgcoungnt | = 5L o
4 s11 o | 9w
Aiready ngut in e Data it eets - 00 o
Paper waste - o i < o1m oy | = s <o
Pl viaste - o 0 oy | = 00 <o
5. Wase 02 wo:| ooz
PET borie wase - o w sacous | = 00 o
Overall Y #gC0/IPY = [*] L=
Total 868.8 tCO: | 100.00%

Per capita emissions 7240 wco:




Calculation results

« Step 2
— If there is an error in the information entered and either 'Domestic participants', 'Overseas participants' or "Total

number of participants' becomes a negative number, a warning message will be displayed.
Please check the entries in ‘@ No. of participants at the venue’ in ‘1. Basic information’ in ‘A1. Main sheet’ and ‘No.

of participants/No. of event staff’ in ‘A2. International transport’ and correct them as needed.

CO2 Emission Measurement Model (Ver.1) Calculation Results (After conference (Results))

EXEO xx2E
The Xth xx Conference

Event Days : 2023/1/1 (Sun)~1/3 (Tue) (3 days)

Domestic 100 Overseas 1,100 Tota_l _number of 1,000
PErticipants: nErticipants: - participants:
g Please verlfy if the number or pamupants has been entered correctly .
Amount of .
Factor Unit Result Sub-total Ratio

Category/Item e Unit
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Calculation results

» Step 3

— Check that ‘Key measures to take (or taken)’ are displayed in darker black letters.

(For an online environment) If you are considering purchasing offset products, press the ‘Click here if you want to

offset CO, emissions’ button at the bottom of the table. This will take you to the J-Credit Scheme website.

Press ‘Go to Key Tips’ to go back to Key Tips.

Press ‘Back to Main Sheet’ to go back to Main Sheet.

If you want to print Calculation results sheet, press ‘File’=’Printing’ or Press ‘Ctrl+P’ on keyboards.

Key measures to take (or taken)

Transportation

Purchasing/renting equipment and goods near the venue

Venue

LED lighting

Use of eco-friendly paper

Appropriate temperature settings

Digitisation of handouts/displays

Food and beverages

Meals centred on fish and vegetables

Water dispenser

Drinks in recyclable containers {(when
purchasing)

Reusable containers and cutlery

Drinks in reusable containers (when serving)

Accommodation

Environmentally friendly accommodation

Waste

Separate waste bins for sorting out waste

-
C Click here if you want to offset CO, emissions )

( Back to Main Sheet )

|

i |

Go to Key Tips I
|
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Contributors (in the order of the Japanese syllabary)
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Calculation basis 1/14

» Transport of people (from overseas to Japanese airport)

— We used the emission intensity of ‘Passenger aircraft (international)’ listed in ‘[10] emission intensity per passenger
kilometer <Secretariat>’ in the ‘database for calculating an organization's greenhouse gas emissions through its
supply chain (ver. 2.5)’.

— The calculation of travel distance only includes transport using aircraft and is based on the latitude and longitude of
the locations entered.

— The latitude and longitude are set in one of the two ways as below.

1. If you know the departure/arrival airports
v The latitude and longitude of the airports are applied.
2. If you don't know the departure/arrival airports
v The latitude and longitude of the capital city of the departure country/region and Japan are applied.

— CO, emissions for transport from overseas to Japanese airport are calculated using the following calculation formula.

84



Calculation basis 2/14

» Transport of people (to accommodation)

— We used the emission intensity of ‘Passenger aircraft (domestic)/Passenger railways/Passenger ships/ Automobiles
(private passenger cars)’ listed in ‘[10] emission intensity per passenger kilometer <Secretariat>’ in the ‘database for
calculating an organization's greenhouse gas emissions through its supply chain (ver. 2.5)’.

— The percentage of each transportation method used for travel between prefectures is set as the following two
patterns.

1. Interregional* travel
v' Calculated based on the volume of interregional travel per transportation mode listed on ‘(1) Chart of travel data
between prefectures by main transportation modes (annual): from departure point to destination’ in the 2015
Interregional Travel Survey in Japan’
2. Travel within a region
v Adopted the ‘traffic share rate up to 100km’ listed in the ‘percentage per distance/representative mode of
transportation for traveling beyond the daily living area’ in the ‘White Paper on Transport Policy 2021’

— The distance to the place of accommodation in Japan is calculated using the latitude and longitude of the
accommodation facility and the capital of each prefecture.

— CO, emissions for transportation to the place of accommodation are calculated using the following calculation
formula.

z Z {Travel distance (km) x No. of persons x 2 x Percentage of each transport method used per prefecture}
x Emission factor for each transportation method (kgCO,/km) ’

n = No. of prefectures, m = No. of transportation methods (5 methods)

Defined based on the 50 prefecture zones of the "National trunk line passenger net flow survey" (source: Ministry of
Land, Infrastructure, Transport and Tourism) (Northern Hokkaido, Eastern Hokkaido, Central Hokkaido, and
Southern Hokkaido are combined into one as Hokkaido) 85



Calculation basis 3/14

« Transport of people (Domestic travel from the prefecture of location to the venue)
— Emission intensity and the percentage of each transportation method used are the same as for transportation
method described in the previous slide (transportation to accommodation).
— The travel distance is calculated using one of the following two methods.
1. Overseas participants and domestic participants/event staff who are staying overnight
v’ Calculated using the latitude and distance between the accommodation and the venue
2. Domestic participants/event staff who are not staying overnight
v’ Calculated using the latitude and longitude of the venue and the capital of the prefecture where they are staying

— CO, emissions for transport from prefecture to venue are calculated using the following calculation formula.

Z E{Travel distance(km) X no of persons X 2 X % of each transport method used per prefecure

n m
X Emission factor for each transportaiton method (kgCO,/km) X Duratation of conference} n = No. of prefectures,

Jn = No. of transportation methods (5 methods) __ _ _ _ _ _ e I
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Calculation basis 4/14

» Transport of goods by freight
— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type’ of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID)’. We used the emission
intensity of the ‘freight forwarding business’ sector, and calculated CO, emissions generated by transporting goods to

venues.
— 002 emissions for transport of goods by freight are calculated using the following calculation formula.
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Calculation basis 5/14

» Venue (Electricity)
— We used the emission intensity of the ‘alternative value’ for ‘Emission factors by electric utility operators (for
calculation of greenhouse gas emissions of specified emitters)-FY21 Results’.
— Total emissions at the venue (electricity, gas, etc.) are entered by a user, or electricity CO, emissions are calculated

using the following calculation formula.

: Total usage (kWh) x (1 — offset rate) x factor entered by user (kgCO,/kWh) or 0.441 kgCO,/kWh }

* Venue (Gas)
— We used the emission intensity for ‘city gas’ specified in ‘emission factors on fuel usage’ in the ‘list of calculation
formulas and emission factors of the GHG Emissions Accounting, Reporting and Disclosure System’.

— City gas CO, emissions are calculated using the following calculation formula.

: Total usage (Nm?3) x factor entered by user or 2.23 kgCO,/Nm?3 }
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Calculation basis 6/14

* Venue (Estimate based on area used)
— We used the emission intensity of ‘other services (total/representative value)’ listed in ‘[16] emission intensity per
type of building use/unit area <Secretariat>’ in the ‘Database for calculating an organization's greenhouse gas
emissions through its supply chain (ver. 3.3)’.

— Area-based CO, emissions are calculated using the following calculation formula.
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Calculation basis 7/14

* Venue (Printing paper)

— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID)’. We used the emission
intensity of ‘Foreign paper/Japanese paper’ sector considering the category applicable to printing papers purchased
for international conferences. The calculation includes the cost of newly purchased items for the conference only.

- 002 emissions from printing paper are calculated using the following calculation formula.

* Venue (Printing & Bookbinding)

— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’. It includes both
printing and paper costs for printed materials outsourced for international conferences. We used the emission
intensity of the 'printing, platemaking and binding' sector.

- 002 emissions from printing & bookbinding are calculated using the following calculation formula.
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Calculation basis 8/14

* Venue (Papers used in construction, etc.)
— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’. Taking into
account the paper used for construction, etc. of international conferences, we used the emission intensity of the

paperboard category. The calculation includes the cost of newly purchased items for the conference only.

— CO, emissions from poster papers used for construction, etc. are calculated using the following calculation formula.

* Venue (Stationery)

— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’, using the
emission intensity of ‘writing instruments/stationary’ category. The calculation includes the cost of newly purchased
items for the conference only.

- 002 emissions from writing instruments and stationery are calculated using the following calculation formula.
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Calculation basis 9/14

* Meals

— This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’. Considering that
at international conferences, meals are generally taken at the venue or at the accommodation, we used the emission
intensity for the ‘restaurants’ category.

— Abudget for meals is calculated based on breakfast/lunch/dinner cost per person per day from the estimation stage,
considering the ease of input. Note that meals taken at hotels, such as breakfast, are included in the accommodation
data.

— CO, emissions from meals are calculated using the following calculation formula.

i.(Breakfast cost/person/day x No. of breakfast orders + Lunch cost/person/day x No. of lunch orders + Dinner:
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Calculation basis 10/14

» Meals (tea, coffee)

This is calculated in accordance with the “substance name’ emission intensity (I-A) -1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’, using the
emission intensity of ‘tea/coffee’ category.

For the calculation of the price per liter, we took the average of the ‘retail prices by cities’ of ‘tea’ and ‘coffee’ listed in
‘Retail prices of major items by cities [Apr. 2023]’ in the ‘Retail Price Survey (Trend Survey)'and performed
calculations per liter (Tea: JPY 164/L, Coffee: JPY 136/L). We used the average of both (JPY 150/L).

CO, emissions in terms of physical unit can also be obtained by multiplying the cost per liter by a JPY-based CO,
emission factor. Note that drinks taken during mealtimes are not included in this calculation.

CO, emissions from drinks outside of mealtimes (tea, coffee) are calculated using either of the following JPY-

based/liter-based calculation formulas.

*(Cost/person/day) x No. of persons x Duration of conference in days x 0.00289 kgCO,/JPY
*(Consumed amount/person/day) x No. of persons x Duration of conference in days x 0.434 kgCO,/L (150JPY/L x 0.00289 kgCO,/JPY)

Since costs will vary per facility, we recommend that you enter the amount of consumption (L) for more accurate

calculations.
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Calculation basis 11/14

» Meals (water)

|
|
: - (Consumed amount/person/day) x No. of persons x Duration of conference in days x 0.150 kgCO,/L (56.5JPY/L x 0.00265 kgCO,/JPY) :

This is calculated in accordance with the “substance name’ emission intensity (I-A)-1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’, using the
emission intensity of ‘soft drinks’ category including mineral water.

For the calculation of the price per liter, we took the average of the ‘retail prices by cities’ of ‘mineral water’ listed in
‘Retail prices of major items by cities [Apr. 20237 in the ‘Retail Price Survey (Trend Survey) and calculated per liter
(JPY 56.6/L).

It can also be calculated in physical units by multiplying the price per liter by the emission factor in yen. Note that
drinks consumed during mealtime are not included.

CO, emissions from drinks (water) outside of mealtimes are calculated using either of the following JPY-based/liter-

based calculation formulas.

- (Cost/person/day) x No. of persons x Duration of conference in days x 0.00265 kgCO,/JPY I

Since costs will vary per facility, we recommend that you enter the amount of consumption (L) for more accurate

calculations.
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Calculation basis 12/14

« Accommodation

This is calculated in accordance with the “substance name’ emission intensity (I-A) -1 type of Consumer’s price” in
‘Embodied Energy and Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’, using the
emission intensity of ‘lodging business’ category.

For the calculation of the number of guests staying overnight, we used the total number of guests staying overnight,
or the number of conference days multiplied by the number of guests to be accommodated.

For the calculation of an accommodation fee per night, we used the average price of the national accommodation
price listed in ‘Percentage increase in the cost of accommodation in all the prefectures’ published by the Japan
Tourism Agency on 18 April 2019.

CO, emissions from accommodation are entered by a user or calculated using the following calculation formula.

I Total no. of guests x Duration of conference in days x emission factor entered by user (kgCO./night) or (0.00302
1 kgCO,/JPY x JPY11,605/night)
L
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Calculation basis 13/14

+ Waste (Paper waste)
— We used the emission intensity of ‘paper/cardboard’ listed on the the table for ‘Fossil-fuel derived CO, emission

factors for MSW* incineration (dry basis)’ in the ‘National Greenhouse Gas Inventory Report of Japan (NIR) April

2023,
— * MSW: Municipal solid waste

- 002 emissions from paper waste are calculated using the following calculation formula.

+ Waste (Plastic waste)
— We used the emission intensity of ‘plastics’ listed on the table for ‘Fossil-fuel derived CO, emission factors for MSW
incineration (dry basis)’ in the ‘NIR April 2023’.

- 002 emissions from plastic waste are calculated using the following calculation formula.
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Calculation basis 14/14

+ Waste (PET bottle waste)
— We used the emission intensity of ‘PET bottle’ listed on the the table for ‘Fossil-fuel derived CO, emission factors for
MSW incineration (dry basis)’ in the ‘National Greenhouse Gas Inventory Report of Japan (NIR) April 2023’.

- 002 emissions from PET bottle waste are calculated using the following calculation formula.

+ Waste (Total waste)

— We used the “‘substance name’ emission intensity (I-A)-1 type of Consumer’s price” in ‘Embodied Energy and
Emission Intensity Data for Japan Using Input-Output Tables (3EID) 2015’, using the emission intensity of ‘waste
disposal’ category.

— CO, emissions from (total) waste are calculated using the following calculation formula.

1
I ! Total waste disposal cost (JPY) x 0.00352 kgCO,/JPY :
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